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What Is The Knowledge Center?

The VEC Knowledge Center is a web-based program that conveniently
provides access to professional development opportunities and related
resources directly from your desktop.

By accessing the VEC Knowledge Center (KC), employees can:

« See and print their training record at any time (Reflects records
from January 2000 forward).

. Add training, conferences, courses, etc. to their Transcript.

. Print a certificate of completion for courses in their Student
Transcript.

. Register for classroom courses offered through the Knowledge
Center.

« Access on-line training for professional development.

« Check out resources from the VEC Resource Library (books, tapes,
videos)

« Access resource manuals, publications, and web links related to
professional development and workplace knowledge.

. Use a team room to facilitate team interactions and sharing of
information.

As a supervisor or manager, you will also have the ability to:

. View transcripts of your employees, and monitor their
participation and completion of classroom courses and on-line
training.

. Approve/deny learning opportunities requested by your staff
through the Knowledge Center.

« Monitor the addition of learning events to your employees’
transcripts.

. Use the Knowledge Center to identify available learning
opportunities to meet the needs of your staff.

Note: There are over 100 on-line courses available on the Knowledge
Center as a resource for professional development. If you suggest or
require staff to take a course(s), you must schedule time during
working hours for them to complete the course. For your convenience,
you can access a list of the on-line courses and the estimated time
that is required to complete each one. To print out a copy of this



information go to the Knowledge Center Library, select Resources and
click on e-Learning Course Listing.

It is important to note that each agency domain will have a different
look and feel. Functionality and operational standards within the
system will be based on agency needs. At this time the VEC will have
limited buildings available.



Site Access
Access the Knowledge Center from Internet Explorer

The Knowledge Center (KC), a web based application, is accessed by
entering the web address (https://covkc.virginia.gov/vec in the
address field at the top of the web page. Please be sure to enter
https at the beginning of the address to designate a secured site.
Once you have entered the web site address press "GO” and your
agency home page will appear.

Open your internet browser (ex. Internet Explorer)

Az Ecit View Fovoctes Teods  Hep sddress | |
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Tour

The Tour provides a brief overview of the Knowledge Center buildings.
To access the Tour function click on Tour icon located in the blue menu
bar of the login page. Use the previous and next links at the bottom of
each page to navigate through the tour.

Register Login  Tour

Welcome to the Virgima Employment Commission Knowledge Center!

For assistarce i tsing the Enowledpe Center click sither MeaagerSupenisor Tutorial or Emploves Tutorsial, prng i o, then folow
lhe slepr-by-slep mesl ucbons fon pavizeiiom o ough Be syslem

T st visk, please select the Kegister option from the navigation mem. Begistraton is free of charge. You can alsa taks
a Tour tcfeam more about the site.



https://covkc.virginia.gov/

Registration

State User Registration

Step 1: To enter the Knowledge Center, you must first register as a
user.

Step 2: Click Register in the blue navigation menu or in the text
message below.
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Step 3: Click on I am a state employee, entering the site for the first
time and then, submit.

# I am a state emplovee, entering the site for the first time.

> 1L am a non state emplovee, entering the site for the first time.

Step 4: Type you're first & last name, and date of birth.

*Use your “official” name as noted in PMIS - Do not use
nicknames (BOB, SUE, Etc.).

*Use your correct Date of Birth (this system is a secured site.)
and enter as noted (05/01/1955).

Step 5: Select Yes or No for wage designation.

Step 6: Select the Virginia Employment Commission from the drop
down menu.

Step 7: Click submit.



Step 8: Review the information that has been provided by the
Personnel Management System, then click submit.
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Step 9: To complete your registration, you will need to create your
personal login id and password. Your login id must be at least four
characters. Your password must be a minimum of 6 characters. Be
sure to follow the password requirements provided on the Registration
screen shown below.

Note: Write down the information and secure it in a safe
location for future reference to prevent a delay in accessing the
Knowledge Center.

Click submit.

REGIZTER
E ek Fpato s § Virginiz Employment Commission

Knowfedge Center

Ta bagin regicteation, type a Login T and Passweors ¥ou wil enter thece s thas von access the ste. ¥owr Logie [0 chould be of le2s o chernmers. Yoor peaovord
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Step 10: Congratulations! You have completed the registration!
You may now enter your login id & password.

Note: If you forget your login or password simply click on the
appropriate text found below the Submit box. You will receive a
response via e-mail. For more information see page 19

Click submit.

Welcuwmwe by the Vi Emplos mend Commizziva Bovwledue Cenlec!
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Step 11: Select the Virginia Employment Commission domain.

Click submit.
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Non State Registration

Step 1: Follow the instructions on pages 5 & 6.
Step 2: Click on Register on the login page.

Step 3: Select the domain with which you wish to register then,
click submit.

Step 4: Select I am a non state employee, entering the site for the
first time and click submit.

< I am a statc cmplovee, cnicr‘in; thc sitc for the first time.

{22 Tam a non state employes, entering the site for the first fimea.

| T |
[ =g
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Step 5: The Personal Information page will appear. Please complete
all mandatory fields, then click submit. At the bottom of the page
you will find the Qualifications optional field. You can use this field to
enter any qualifications, skills, knowledge or abilities that you would
like to be associated with your user profile.

* First Name: | John |
Middle Initial: [5, |
* Last Name: |D.;:.g |

" Email Address: ijuhnduu@naamail.nat |

* Registrant i Public =
Classification:

* Company Name; Doe & Sons |

* Organization: | 5 Employment Commiss | Acf A | Search

Send me wlates and notification af content chonges at this email address
“Gender: & Male C Female
Addresz 1 |'|2‘} Ma Streel |
Address 2 i |
City: |City |

State; |'\."'|rg|nia W

Province/Other: | |

Zip: |22272
Country: | Unitad Stales b
Phone: |555-556-5555 |
Fax: 5551111111 |

Tanager's Email: | |
Plrase use the following area to highlight your area of expertize and professional tems of inrer=st. This
rertifications, az well as a brisf biography

Qualifications: |Flumbe-f]

Malkee ihis information available to others in the PeerNer,
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Step 6: You will need to create your personal login id and password
following the instructions on the Registration screen.

Note: Write down the information and secure it in a safe
location for future reference to prevent a delay in accessing the
Knowledge Center.

REGIETER

@ (hrginia (mployrment (ommission
.—

To bogmezcembutie, e o Lot ID wel Passvamad Yow wdl cotz tbese coch e v wevcss Qe s, Yo Dogmn 10 boad? S al ol 4 Senacias, Yo
paz s ond sl b g edde e of S clepacioe, Vo vessweond st b ou coebimations ol 3 of Qe Sdovde 40 e betias, Josez caeg 1o, pemnleza 00459,
ez sposed Shemacinsd [ [00ESF 9 ET ) The ek Subumil o cotimus pon e sdo

Lupin IIN: r—

Fusswurd: |—

Conbirm I'assword: I—
Sacrn. I

Step 7: After you have successfully completed the registration, the
system will generate an e-mail to the Knowledge Center Administrator
who will approve or deny your registration.

REGISTER
BB Virginia Employment Commission
Knowladge Center

Vnnr remisatinn ha hawn embmitted fn an Adwinistrarnr far approval. Yan will be uatified 1ia an emai if voor regiciration was approred or deniad,

Step 8: When you receive the approval e-mail please return to the
Knowledge Center and login.

13




Home Page Navigation

Welcome to the HOME page! As you can see, the
Knowledge Center resembles a college campus with multiple
buildings. We will walk you through some of the features.......

Gold Menu Bar: Shortcuts to Info,
Home, Index, Help, IDP (Individual
Development Plan), Glossary,
Feedback, Notepad, Research and Log
Out.

- — vy e e v .
I Vriphels (L LU B ) Lig Ol
o B o sy Rtk Hekad st

Cammdainn ¥

HBiirendyration
Shortcuts to:

Loarning Cerlr Administration,

b Learning Ctr.,

j Library, & Team

Tedin Geire Ctr. ,

View: -
Thir Canwr

Announcements,

Your Personal
KC, and new
features.

Amaurcemank
Parmatal 4%

HLE T

WL i

Top 10:
Top 10
Searches.

Sirlis
Lnan Dos

(MOLI00L)

Note: Your
name and LMS
ID will appear at
the bottom of

Select a Function Bar: Allows you to
search all site functions that are

available. \

\

| b (HE T EY

Sfidnnt Cradee

S

T sdeyrivative | Lanrivs entee T Thur Do

the pane

Center Map: Identifies all the campus buildings.

Note: Only those functions that are currently available to you
will be visible in the blue panel on the left and along the

bottom of the campus site.



Top Toolbar

The top toolbar contains graphic links to functions that are frequently
used. No matter where you are in the site, the toolbar and these
functions are available. To access any of the functions move your
cursor over the selected icon and click

Liig Wl

€

Szl afidion

Select A Function

The drop down list enables you to jump directly to a function without
having to go through the building interface. Click the down arrow to
open the box, and then select the desired function

Info

The Info icon displays and information page about the administrators
of the site, including contact information.

Home
Clicking the Home icon displays the Campus Map.
Index

Clicking the Index icon displays the site alphabetically by building,
then function.

Glossary

This icon displays a searchable list of terms that are associated with
the site and/or with the online courses. Users can search key terms
and industry vocabulary for standard definitions and descriptions.

15



IDP

The IDP icon displays your Individual Development Plan. The IDP
provides you with a roadmap for skill acquisition and also serves as
documentation of skills acquired through the course taken.

Feedback

The Feedback icon displays a form that enables you to send an e-mail
to a site administrator from any location within the site. Your location
in the site will be included in the subject of the e-mail. Simply type
your suggestion or comment in the message field and click Send.

Tvpe the subject and message of vour email Click Send to deliver the message to the
address indicated in the To field. The window will automaticallv close. Click Cancel to
close the window without sending the message.

To: Imsadmin(@vec.virginia.gov
Subject: |Learning Center
}IessagE:.Exanpie: How do I print out the

certificate for the Va Terrorism

Course?

[ Send l [ Reset ] [ Cancel ]

16



Notepad

Clicking the Notepad displays an online tool that allows you to add,
edit, delete, and read notes from anywhere in the site. Existing notes
are automatically displayed when you access Notepad. The order of
the notes can be sorted by date, and name sorted by subject line
alphabetically. When a new note is added to the learner’s notepad,
the site location and current date are saved as part of the note,

allowing you to quickly return to that location.

Sort tny Mete | Sort bar Mame

B=rcit @ -Deste
Nates far: A dmin VECATINTY

2dd rewr frote

& 2 O Homeweel
& 5 O Test

& 3 € User Directory
@ 5 & Vacation

Subjcct: User Directory
Ruilding: & dminizration
Ureated: LT DA LT
Wi fizd= 32007

Tozn Dios adcdrese charge: 211 Mdain St, Richmond, VA

ki )
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Side Toolbar

The blue pane located on the left side of the screen is available from
anywhere in the site. It contains links to all the buildings, displays
announcements, Personal KC, list of site surveys, and new content. In
addition, the sidebar offers Top Ten contributors, resources and
searches.

T T T —
it Lo O e e e |zl 3 Inmzn v 'ﬁ

LS B

Learming Genier

Libeary Ll
L =

Biudent Centis

[warm Cenler g
T
)
1

Teim S ploy

Learnlng Gemte
—

Joan Doc
(THOE-JO0T)

Note: Only those functions that are currently available to you
will be visible in the blue panel on the left and along the
bottom of the campus site.
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Annhouncements

Announcements are current bulletins or important communications
intended for all users. Content and Site Administrators add
announcements to the site as a means on making information
available to all users of the site at once.

To view Announcements perform the following steps:

Step 1: Click the Announcement. A list of announcements including
the title, date, and time posted, will appear.

Step 2: If the title is a link, click the title to display additional
information.

Personal KC

The Personal KC page is a single point to access to personal training
and development information. This page includes links to your
Individual Development Plan (IDP), Transcript, Personal Learning Plan,
Training Schedule, Shortcuts, Search History, Peers and Course
Bookmarks.

sdnizlrlabon

Welcorme Joan Das

Laming Coni
Utnry PERZECOHAL KL
el ndudua Mvvalopmanm Pan Transzd |lesr mraraza {oursa Ronkmaks
Slraiuty e [hslay Ty Heety
Arrourcarants Flsralithny g
Hats Courze jroauined o) Type Sezfion Dl infarme 2con
HEL T B s LR et e T Pl R R R
101 ALCRM Cnarsan
St Loaree stariLixe

Euring dehs 4akat 51 Trodynap sl HTR2004
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User Interface

There are three options for a home page view that the user can
select. The default user interface is the campus map. Users can
also choose to view a text based interface (folders) or they can

select the view of the Personal KC.

Step 1: Click on the Personal KC located in the blue pane on the
right.

Step 2: Select User Interface.

Step 3: Click on your choice, then submit.

Welcome Joan Doe

PERSONAL KC
: wuirdind Moo e Flan Tinesin _E o Mk maekn

WIS 22 o0s e pRsikal mer L, Preview

wrin i aa b lmllesc) sar plalee DEORSTWE

wiaz b az: b Poaaal KO va aalie, ey

Graphical Interface Text Based Interface

Lanrning Cank T b'ﬂu- L .I_. Lomnga 1 o Im.m,.
KcCarve- Conm g, e .
’ "--5.‘_'2"":{'- |.I.:: = | m e
f '|-Il'-l"|'| I'.F:IIF'_ : W

TR | CRmE Wy Eine Canay | oo (e | L et Lt Badl Loy | i Lesler Exclinm | Exnby Louap | Bapors Comic b 1 naent Bacors 12 Crpscrory

Personal KC Interface

FPERSDMAL Wi

eidiciual Daselcpneand Fan 1 Transcriot User Irdsrfaoce | Course Gockmarks i

Marcialary | reogg

Ll bus Cun e froguined oy Tumes Eurc s Dealc @ holfow priesion
Fimr a3 1A r amar S A AR e S0 ST s e

TR BT Smannns

Zl=lus T se S L Dz e

Slmramd S sl Bioadeol 40 Frun ke amndale 0 Ty EPRT T
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Shortcuts

The Shortcuts tab displays user-added links known as shortcuts.
Shortcuts can be any content element of the site for which you
have chosen to create a shortcut link on your Personal KC page.
You can sort, view, add, and remove content elements from your
Personal Content.

Search History

Search History displays a listing of your five most recent searches.
The listing displays the function you were in when you conducted
the search, the keyword and search type, as well as the topic and
category used in your search criteria. The display also lists the
number of items returned from the search query. Clicking View
Results brings you to that function and displays the results as if
you had just run the query.

¥ialcome Joan Doe

PERSOMAL KC

Inclvidue’ Desrclcomamt Plcr Tranacrpt Uper Irdartace Courae Dockmarks
Py wonud Learning Plun Sl bowls Fy Paepn
i reanr A T l.

1 Faoriivm: el Fapri= =1
Hevwerks Tennzwm Calerary: FoCaleany
Vi Tase

Seurch Trpes All Words Resuliza 2 Ll Tawglis
Dhanes BRIZIMNS

2 Pmuciivm: cncce Calaye Tapiss Al
Heryordes = Categare: ¥oCatezory
Sewrch Trpez AH Vords Resulm: 14 Ve Fasyls
Dhanc= FRIRIMT

» [anctiem Comre Cateog Ispic= AL
Kermerds: = Categary: FoCaizgory
Seareh Trprz MM Wonds Resulme 51 Vies Eoesuls
Fairz PR

4 DPancden: Zonse Catvog Toplez: A1
Errmerds  Vikgais irsrerzm Ctegarr: FoCaizgary
Nereh ITRrE A0 Sans Keanims 7 biege Hevdrs
baili= LI H

My Peers

This shortcut link lists the users in the site that you have chosen
as Peers. This helps you locate information about people in your
site in a specific discipline, field of study, or Community of
Practice. A COP is a group of users that share a common vital
interest and have committed to working together to build a

21




collective knowledge base around that interest. You can add users
to the site by searching in PeerNet (located in the Coffee Shop).

Transcript

Student Transcript is a shortcut link to your training record, which
lists courses you have assessed and completed within the KC.
See the section titled Student Transcript on pages 26-30 for
complete instructions for your Student Transcript.

Surveys

Surveys are site-wide questionnaires to gather information and
feedback from users about a wide variety of issues. From the list of
Surveys, click the information icon for details or click the title to view
the content in a new window.

What's New

What's New displays content that has been added since the last time
you logged into the site. From the list, click the info link to see
information about the content. Click the view link to open the content
in @ new window.
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Top Ten

Contributors: Displays the ten users that have added the most
content to the site.

Resources: Displays the ten most common content items that have
been accessed in the site by all users.

Searches: Displays the ten most common searches performed in the
site by all users.
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Administration

The Administration Building is the location for administrative training
functions. It provides access to student records, transcripts, faculty
rosters and training facility maps. You can update your personal
information in the site and access your training records.

The Knowledge Center offers multiple navigation shortcuts. The red
boxes will guide you to three Student Records shortcut choices.

Choose one of 3 ways to enter.
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The main office of the Administration Building offers access to Student
Records, User Directory and the Faculty Lounge, Facilities and Reports
Console.

Student Records

Let’s begin by taking a look at Student Records! Once again, the
Knowledge Center offers multiple navigation shortcuts.

Click Student Records (Choose 1 of the 3 navigation shortcuts).
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Student Records is a user's access to their personnel and training
information. From here, a user can update their profile, review their
training record (transcript), add additional learning events to their
transcript, change their site login or password, and change their
organization. Managers and administrators with authorization have
access to course and site reports and user training records for their
immediate staff.
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Change Login/Change Password

Step 1: Click on the desired icon. You will be prompted to enter your
current login id or password then enter the new login/password.

Step 2: Click submit and your data will be saved in the Knowledge
Center.

Note: Remember to use your "New"” login id/password the
next time you log in to the Knowledge Center.
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Learning Events

Learning Events allows you to add training accomplishments,
conferences, and seminars completed outside the site to your Personal
KC. These can include seminars, talks, college courses, books, and
other forms of learning

Click: Learning Events and follow the directions.
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Update Profile

From the Update Profile screen a user can update his/her personal
data, including address, phone number, email address, manager’s
email address, and title.

State Employees can view their personal profile from this
screen but cannot make any changes. Please verify that the
information is correct. If you feel that there is an error, contact
your Domain Administrator for corrections.

Non state employees have the ability to make changes to their
existing information. Make the necessary changes, and then
click Submit. To restore the original information in all fields,
click Reset. To exit without changing any information, click
Cancel.
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Student Transcript

The Student Transcript is a complete list of all training activities that
a user has started and/or completed through the site, as well as
outside training activities added to their record through Learning
Events.

To access your Student Transcript through the Administration Building,
simply click on the Personal KC (Personal Knowledge Center) icon in
the left pane of the screen and select Transcript in the gold bar at the
top.
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To view and print your Student Transcript, perform the following
steps:

Step 1: Click on Administration in the left pane.
Step 2: Select Student Records.

Step 3: View Student Transcript.
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Step 4: Click Courses Only to display only courses in your transcript,
or Click Course & Lessons to display your complete transcript.

Step 5: Click in the frame that contains your transcript.

Step 6: Right click the mouse and Select the print option.
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To view and print Course Certificates perform the following steps:
Step 1: Click on Certificate in the Title column.

Step 2: Place your mouse pointer in the middle of the document,
right click and select print.

Step 3: To change the paper orientation to Landscape open Printer
Settings or Preferences, select Landscape, click OK.
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Step 4: Click Print Tab.

The Commonwealth of Virginia

This is to certify that
Joan Do

Has successfully completed the following course:

Virginia Terrorism Awareness

provided by Commonwealth Preparedness Workgroop Training Committbee
an 05 5007

The Commonwegte of Vispinip
Enowiegge Covter

Transcript Details: Click on the Details column within the
transcript to review the progress, time taken and grades for both
complete and non-complete courses as noted below.
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Far: Joan Do

Saction A - IHtrodoction comeslei=d  zoorel 100

Saction B - Temoosm completed  score: 100

Section T - Exploesive Threzts and Incidents completed  =scors: 104
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Section H - Terrorsm Awarenesss Handbook complssed

Saction I - Trenscrips comaplsted
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User Directory

This directory holds a list of all users registered with the Knowledge
Center who have chosen to make their contact information available to
other users. Once again, note the different ways to navigate in the
system.

The User Directory is only available to Site Administrators
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Facilities

Facilities provides information on training facilities, including
addresses, directions, maps, equipment, and contact information.
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Step 1: Enter the name of the facility in the Keyword prompt or
simply click on search and all available training locations will be

identified.

Step 2: Click on the desired location and the pane to the right will
show you all available information about the facility.
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Reports Console

Reports offers the users the ability to perform queries on their
training activity in areas as test performance, training progress, course
content and survey statistics, and calendar reports.

The Reports Console also enables Managers and Supervisors to view
the training records of their employees through the Manager’s Direct
Reports. Within the next few months there will be upgrades of the
reporting console to include ad-hoc reporting capabilities. Managers &
Supervisors can also view all classroom course calendars.

Access to the Reports Console is permission driven, so that users and
Managers/Supervisors will only be able to see the reports that are
available through their designated permission groups
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User Report Console View

ADMIMNISTRATION

Tha Pemenls Comsnls smebles mras Lo acoes el of e clapded eepoen b ened soepch Seks Donn e cenlral loceSom, Aovess Lo e Fepuals
Copzele iz ponetiz sions-smon, 5o thet wzers wil caly B gkl o 2oz the ropots that arc eeailablz throwzh does desionancd pomais sions group.

L |

Leport Caterory: |4
He=vword|si: |

| Suzmit

i i""‘]l‘.’."l:':l: ]

¥rezare]s) found.

Calendar Eepore:

@A Cherreowa course calendar

Crsupetency Vianaocensant

@3 Fod e ap oL asunw ourch

Cunieni Rn.‘puri.-;
@ Course and Cortert Fatiea:
B Swvey Sl b

My Traiming Bepens

@ My Meedatory Lraiaing Ueosress
@ My Test Deformarne

@ 2y Trenere Prowess

ﬂ Siudenit Trems _'III._‘II L

I'raining Hepars=s
@A Comss Survey Slalsles




Managers/Supervisors Reports View
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Faculty Lounge

The Faculty Lounge requires special access and is the location where
faculty members and content administrators manage courses,
administer classroom course sections, review survey statistics, and
manage site content.
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Learning Center

The Learning Center is the location for all available courses. It
includes: courseware catalogue, schedule of currently available
classroom sessions, student enrollment capabilities, access to online
courses, and links to course notes and assignments.

Click: Learning Center (Choose 1 of the 3 navigation
shortcuts).
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Course Information and Enroliment

Course Information and Enrollment is a searchable repository of all
courses in the site. Both online and classroom courses are grouped
into categories. Users see only those courses available to them,
depending on their profile.

In addition to reading the course description and other key
information, users can enroll in a section of a classroom course or
launch an online course directly from the list. If a section is full, the
user can select to be on the waitlist for that course. Should space
become available, the user will automatically be enrolled and informed
via email.
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Click: Course Information & Enrolilment (Choose 1 of the 3
navigation shortcuts).
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Classroom Course Enroliment
To enroll in a classroom course follow the steps below:

Step 1: Search for courses from this screen by topic, keywords or
simply select All in the Topic area to see the entire course list.

Step 2: Search by ALL in the Topic Group.
Step 3: Select the course you are interested in from the alphabetical
listing in the left pane. For demonstration purposes the Let’s Talk -

Handling the Difficult Performance Appraisal was selected.

Step 4: Select the circular icon to the left of any course name, a
description appears on the right.
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Step 6: Select the Enroll icon in the right pane.

Note: Most classroom courses must have supervisory approval unless
the course is mandatory. Once enrolled an e-mail is automatically

sent to your supervisor requesting approval.

You will receive an e-

mail stating that your enrollment is pending supervisory approval.
Once approved you will receive the approval notice plus course
information regarding assignments, team rooms, etc.

If the section you wish to enroll is full, you may click the Waitlist link
to be added to the waiting list for the course. When a space becomes
available, you will be automatically enrolled and notified via email.
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Supervisory Course Approval

When a user enrolls in a course that requires Supervisory approval the
screen will identify a "Request Access” icon instead of the “Enroll” icon.
It notifies the user that access to the course must be approved and
that they will be notified via email once they are approved or denied
access.
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Tyvpe: Classroormn

Available: INow available

Cosi: S0.00
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The Enrollee receives an e-mail that identifies the course and notes
that this is a Pending Request and upon approval the user will be
notified via e-mail of enrollment status.

At the same time the supervisor receives an e-mail stating the
following:

You have authority for approving or denying access to the course VEC
Tutorial Test Course Section 1 in the Virginia Employment
Commission Knowledge Center

Users will be unable to access this course until they are given approval
to do so. The user JEAN D. CURRY (jean.curry@vec.virginia.gov)
requested access to this course on 10/09/2007.

To approve or deny access for this and other users you must be
registered in The Virginia Employment Commission Knowledge Center.
Please go to the portal at https://covkc.virginia.gov/vec or click on the
desktop icon and login with your Login ID and Password.

Step 1: From the Administration Building, access the Faculty Lounge,
then Course Access Approval screen.

Step 2: Type in the Course title and Search
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Step 3: Approve or Deny the course by checking the box to the left of
the name and

Step 4: Select the Approve or Deny link below the name.

If you approve/deny the course the enrollee and supervisor will receive
a blanket e-mail with the enrollment status.

Step 5: The supervisor also has the ability to send a message to the

user with an explanation why their request was approved or denied by
clicking the deny link next to the name.
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User On-Line Course Enrollment

On-Line courses do not have an e-mail approval process. However,
you should discuss your interest in taking an on-line course with your
supervisor just as you would for a classroom course.

The Virginia Terrorism Awareness course is a state mandated on-
line course that will be used for this demonstration. To access this
course or any of the on-line courses:

Step 1: Select a topic from the drop down menu located in the upper
right hand corner of the screen, and click Search or

Step 2: From the Keyword section in the upper right hand corner use
a keyword such as Virginia and click Search or

Step 3: Simply press Search and the alphabetical course list will
appear in the lower left pane.

Step 4: To view the description and general information regarding

the course click on the button icon to the left of the course title and
the description will appear in the right hand pane.
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Browse/Take Course

Step 5: Click on the course title in the left pane to take or browse
the course.

Step 6: To take or browse the course select the appropriate button or
click on Return to Course Information and Enrollment to go back to
the course listing.

If you only wish to browse the course please uncheck the Take
for Credit button and the course will not appear in the Personal
KC Transcript.
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Browse Course: This window will assist the user by identifying the
sections of the course. When the section ICON is clicked a description
of the section appears on the right. This information may include
estimated time of section, etc.

Take Course: A course may be started at any time. Many courses
are broken down into sessions to best accommodate the user for
completion of the course over a longer period of time. As each section
or course is completed it is recorded in the Personal Knowledge Center
in the Student Transcript. To check the progress opens the Transcript
section of the PERSONAL KC and click on the Detail section.



Close this window to return.
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Step 7: Click on section button to the left and the description
appears.

Step 8: Click on first title of the module and the course will begin. At
the end of each module you will be prompted to click the Close button
at the bottom of the course menu. This will bring you back to the
table of contents (note that any completed module will have a check
mark to the left of the title).

Exit Completed/Incomplete Course

Step 9: You may exit the course at any time and the system will
automatically bookmark your progress. When you return to the course
the system will return to where you left off. The user may return to
this course at any time after completion for a refresher.

NOTE: ALWAYS exit the course through the course window.

DO NOT use the Red X located at the top right of the desktop or
your work will not register in the system and the course will
show as incomplete.

Retrieve Certificate
Step 10: When the course is completed return to the Student

Transcript located in the Personal KC (left pane) and click on
certificate. Follow the instructions on pages 27-29 to review and print.
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Additional Areas In The Learning Center

Ly i

Curriculums

A curriculum is a series of courses grouped together and presented to
you as a single entity. It can be either linear (forced order) or non-
linear (recommended order). A linear progression means that you
must take the courses in the prescribed order and you cannot access
the next course until you have completed the previous course. A non-
linear curriculum presents the courses in a recommended order, but
you can take them in any order and simultaneously. When you have
completed all courses in a curriculum, you are given credit for that
curriculum.

Notes & Assignments

This link provides information posted by the instructor for classroom
courses. It includes scheduling information, assignments, additional
references and resources, and instructor notes. Links to course
surveys, once available, are also found here.

Software & Plug-Ins

Software and Plug-in contains information and links to browser
enhancing software that enables multi-media elements and other high-
end functions to play on your computer. While the functionality in this
site does not require any special software, some content may.

Course Bookmarks

Course Bookmarks is a central location where a user can access
bookmarks they have created for all learning object courses. While in a
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learning object course, a user can tag a particular page and enter a
name and description to be saved with that page. Bookmarks for a
specific course are also available from the Lesson menu and from the

course toolbar.
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Library

The Library is the location for references, research materials, and
links to information and learning resources. It also includes frequently
asked questions and policy information.

Click: Library (Choose 1 of the 3 navigation shortcuts).
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FAQs

Frequently Asked Questions (FAQs) is a compilation of common
industry issues in the form of questions and responses. Questions may
have multiple answers from different sources.

Periodicals

Periodicals are online magazines, newsletters, and newspapers.
Information includes a summary and a link to the site.

Quick Sites

Quick Sites are shortcuts to key industry sites. Information includes a
summary and a link to the site. There is also a link to submit a critique
of any listed site.

Resources

Resources are pre-selected sources for online research. They are
grouped by category and have summary information and a link to the
web site.

Regulations & Policies

Regulations and Policies are industry-specific standards and guidelines.

They are listed alphabetically with a description, source, author, and a
link to the online document.
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References

References are industry-specific files of various media that include
articles, surveys, reports, etc. References are organized by topics, and
include source, file type, and media type information and a link to the
site. References can also be linked to learning object courses and
accessed from the course.

To access References complete the following steps:

Step 1: To search for content, complete the search criteria located in
the upper right hand corner of the screen and click Search.

Step 2: From the resulting list, click the information icon for details
or

Step 3: Click the title to open the reference or
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Step 4: Click the button ic
description of the reference.
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Team Center

The Team Center is a collaborative building where Team Rooms are
managed and accessed by site users. In Team Rooms, users can share
documents other resources, communicate via a BBS and chat room,
and schedule group events on a shared calendar.

Team Rooms are collaborative areas for groups of people. A Team
Room can be public (all can attend and contribute), moderated (all can
attend, selected users can contribute), or private (selected users can
attend and contribute). In a team room, there is a team calendar, a
BBS, a chat room, and links to contributed content.

Team Room Management is where Team Rooms are created and Team
Room Owners can manage and maintain the rooms that they have
created, including access and membership and the room description
and logo.

Click: Open Team Center
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Team Room Management

From the Team Room Management screen you can create a new team
room or make changes to an existing team room.

You can add or remove team owners, contributors, and members.
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Click the Administer link. To close an existing team room, check the
box next to the appropriate team room, and then click Close Team
Rooms. To open an existing team room, check the box next to the
appropriate team room, then

From the Team Room Management screen you can create a new
team room or make changes to an existing team room. To create a
Team Room follow the directions as noted on the screen.
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You can also add or remove team owners, contributors, and members.
Click the Administer link.

To close an existing team room, check the box next to the appropriate
team room, and then click Close Team Rooms at the bottom of the
alphabetical listing.

To open an existing team room, check the box next to the appropriate
team room, then Click



Team Room

The Team Room houses content shared by all members attached to
the Team Room. Documents, Presentations, Web Sites, and Linked
Content (such as on-line courses or handbooks) can be made available
to room members. In addition, users can communicate via BBS and a
chat room. Group events can also be scheduled on a shared calendar.
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Step 2: Click on the Team Room title. We have chosen Ul
Modernization Team as the example. In addition, if you click on the
button located on the left side of the team room title a description of

the room appears in the right hand pane.
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Step 3: Click Content - Options category.
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From this screen the user has access not only to the content but, if
available, has access to the team room calendar, bulletin board, chat

line, and e-mail capabilities.

Step 4: Click the information button located on the left side of the

title for content information or

Step 5: Click the underlined title to open the file.
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The Content area allows the user to add document, presentations, web

sites and linked content.
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Additional Campus Locations
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These campus buildings will be developed as
needed:

Student Lounge
Conference Center
Career Center

Lecture Hall
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For More Information...

For more information about the Knowledge
Center please contact:
Imsadmin@vec.virginia.gov
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